

	Competency Based Job Profile 



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT:  

Regeneration
	SERVICE GROUP:  Planning,  Transportation and Highways

	POST TITLE: 
Network Resilience Support Officer 

(formerly Senior NRASWA Support Officer)
	REPORTS TO: 
Principal Engineer Network Resilience & Management

	GRADE: B8 – SO1
	SAP POSITION NUMBER :  11007444


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.
	Key Purpose of Post:

	To provide detailed technical support to engineering staff and assist  in the management of procedures in respect of the Traffic Management Act 2004 (TMA), New Roads and Street Works Act 1991 (NRSWA) and Highways Act 1980.

Be responsible for the supervision and direction of a small technical administration team assisting in the delivery of support to the Network Resilience and Management section across the District, including the issuing of licences, performance monitoring for the NRASWA function, the raising of relevant fees and fixed penalty notices and associated financial monitoring.

To be the initial point of contact between the Network Resilience Team and external stakeholders regarding the EToN technical specification for Road and Street Works.


	Main Responsibilities of Post: 

	1. Take supervisory responsibility as a senior staff member of the Network Resilience & Management Team in overseeing the workload of the NRASWA Support Officer and NRASWA Admin Assistant.
2. Take lead responsibility in the production of sample inspection and defect monitoring schedules to ensure compliance with relevant codes of practice and national standards. Liaise with statutory undertakers to agree relevant inspection quotas and fee income levels.

3. Evaluation of street works data and production of performance monitoring reports for the regional Yorkshire Highways and Utilities Committee.
4. Working with the Principal Engineer take responsibility for all financial matters related to the activities of the Network Resilience & Management team including preparation of invoices for permit fees, issuing of Fixed Penalty Notices (FPN’s) for technical violations of the New Roads and Street Works Act permits.

5. Provide a customer focused service responding effectively to queries from statutory undertakers, private developers, skip and scaffolding companies in relation to all matters associated with the activities of the team.

6. Manage the issuing and processing of Fixed Penalty Notices (FPN’s) for technical violations of the New Roads and Street Works Act. Make appropriate recommendations on the validity of FPN appeals as part of the Highway Permit Scheme utilising specialist knowledge of appropriate legislation.
7. Carry out initial review and assessment of submitted permit applications with authority to approve or refuse an application as necessary utilising own initiative and specialist technical knowledge.

8. Act as the initial point of contact for the Network Resilience and Management team in dealing with issues surrounding all aspects of the preferred corporate street works solution (Symology Insight) including liaison with ICT, external service provider and statutory undertakers to ensure that noticing and licensing functions are performing correctly.

9. Provide advice to internal and external stakeholders with regard to legal and technical queries associated with road and street works legislation and the EToN technical specification.

10. Responsible for the day to day management of skips, scaffolds, hoardings, portable traffic signal licence applications, including ensuring the timely issuing of relevant licences and carrying out the associated financial processes - issuing of invoices and monitoring payments to ensure correct fees are recovered 

11. Take direct responsibility for the management of Section 50 licenses to developers for the installation of private apparatus into the Highway, co-ordinating the phasing of works with planned activities as appropriate. 
12. Recording of NRASWA Section 81 defects for defective apparatus, monitoring proposed actions and instigating subsequent follow up actions.

13. Production of mandatory performance reports for the authority as part of the regional reporting to the Yorkshire Highways and Utilities committee

14. Assist the Principal Engineer in the development and financial management of further Highway Authority fees and income streams as deemed appropriate



	Structure:

[image: image1]



	

	Special Knowledge Requirement: Will be used  for shortlisting.


	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential

	Carries out working practices, procedures and basic operations across the specialist area of Road and Street Works co-ordination activities.
	x

	Awareness of the costs for products and services within own area of responsibility.
	

	Knows and understands how to analyse, interpret and present complex information from a variety of sources.
	x

	Supports the work of their team with day to day organisation of workloads/allocation of resources.
	

	Identifies relevant information to support informed and consistent decision making to reach an identified outcome.
	x

	Effectively communicates and engages with individuals and groups.
	

	Able to draft basic/routine letters, emails and reports in a logical and accurate manner
	

	Able to analyse and interpret relevant data/information
	x

	Implements and monitors solutions
	

	Able to develop, maintain and use appropriate monitoring systems
	x


	Relevant experience requirement: Will be used  for shortlisting 


	· Knowledge of Health and Safety at Work Act 1974, New Roads and Street Works Act 1991 and Traffic Management Act 2004 including codes of practice.

· Knowledge of the management of highway work, including construction processes and the implementation of temporary traffic management systems. 

· Detailed knowledge of the Electronic Transfer of Notices (EToN) Technical Specification. 

· Ability to use Microsoft Office suite of programmes for the production of reports, letters, emails and financial monitoring information to a high degree of accuracy.

	Relevant professional qualifications requirement: Will be used  for short listing 


	· National Diploma in Business Studies or suitable equivalent subject.

	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management – covers the employees capacity to manage 

their workload and carry out a number of specific tasks accurately and at a high standard. 

	Communicates Effectively - covers a range of spoken and written communication skills required as a regular feature of the job. It includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information. 

	Carries Out Effective Decision Making - covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships. 

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  



	Management Competencies: to be used at the interview stage. 


	Operates with Strategic Awareness Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	Practices Appropriate Leadership Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self interest for the sake of the team or service. They consider serving the District in all that they do.

	Delivering Successful Performance Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	Applying Project and Programme Management Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning.

	Developing High Performing People and Teams Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.


	Working Conditions: 

 

	· Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 
· Must be able to drive and hold appropriate licence.

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.
None.

	Compiled by:

D.Badrock
Date: 06/08/15
	Grade Assessment Date: Aug 2015

	Post Grade: B8-S01
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